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i) APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE |

DEPARTMENT OF ARCHIVES AND HISTORY
§ RECORDS MANAGEMENT DIVISION

—

INSTRUCTIONS See Publication No. 76-—“M—-1 for instructions on completing this form. Forward sugned original to
Department of Archives and History, Records Management Dms:on 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduling Section, '

N . %

FOR AGENCY USE 1. Agency Address ' FOR RECORDS MANAGEMENT USE
Application Date , Department of Natural Resources Application Number
Game and Fish Division/Game Management 7 q -~ 17 Q
— 270 Washington Street, S.W. | : ,
Apptication Number Room 713 - Date Recaived Date Complated
| | _Atlanta, Georgia 30334 NOV 22 1q7s | DEC 6 1978
2. Person to Contact ~ Working Title Telephone Number
Nelle Williams Principal Secretary 656-3522

3. Action Requested | o
a. {3 Estaousn Retention Scheduie record will continue to accumulate. ‘
b. [J Disposs of present accumulation: no further accumulation anticipated.

¢. & Amend Application No. _74~1 71 Check One: ® Change: [ Supercede; [] Void ]
4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earfiest Latest '
| On-Going Game Management Section Operation File ‘
6. Division and Qtfice Function What is the function of the Division and the Qffice in which this record series is created? :
7. Record Series Description This file contains the following documents {include form numbers and titles, if any): o

Attach samples of the file.

Documentsrelating to:  the operation and administration of the game management division, the
establishment of game management policies and procedures, and the solving of game management
problems throughout the state.

Included are:  general correspondence from pub]rc memorandums ; inter-office directives; and
office general administrative and reference paper files includ1ng account1ng, property cantrg
personnel and records management documents. (Some duplication is made in Division Director's
Subject Files.) . .

File is arranged:  chronologically by fiscal yeer; thereunder alphabetically by subject.
i . 7

B -y - - . .
— T ~-
- .

8. Mznthly Referenca Rate How often are records referred to which are:

One to six months old ; Seven to twelve months old
' twenty- -five monthsandolder___-. ___.? '

; Thirteen to twenty-four monthsold — ;-

(9. Annual Rate of Accumulation of Rerords =
 Letter- -size drawers . .i_.; Legal-size drawers —x - - _;Shelves ___________ ;Qther {specify)

AR-50-71; Rev. 76 . {Qver)
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YES | NO_| 10. Questionnaire __(Place an X" in the_proper column) ' - te A

a. |s this the official copy of the series? )
¥ not, where is it? ) R

b. Does the series contaif confldentlai mforrnatlon requiring security handlmg? If yes, cite law or regulation,

13

'
A e
%

c. s this a vital record?

¥

d. Does this series have historical or long term research value? ' {

e. When one or two documents in the file make it necessary to keep the entire file for a long penod could these
documents be scheduled separately?.

f,_ _Is the information _contained in this series ever publlshed? If ves, attach copy,

@

Is the information contained in this series ever analyzed and/or recorded in a summarized report?
If ves, attach copy, :

I~

. Is there a duplication of this series in your office, or in another offlee or agency?
If ves, where?

___L__lﬂ!luﬁﬁﬂesiacj.mwegulaﬂ! microfilmed?

i._Does the record_seties result in a computer printout?

11. Retention Requirements f The following requires the series to be kept:

a. State Law years. d, Audit period ' _ : _years.
b. Statute of limitation years., . e, Administrative need . ~-years.
¢. Federal law years, f. Federal retention instructions years.

Attach copy or excerpt of laws or regulations. Explain administrative need.

h
12, Aporoved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
' 0O Caiendar Year; {1 Fiscal Year; O Other then,

S

; O Hold in the current filesarea —______month(s) . . vyear(s); then
' O Transfer to local holding area, hold . vyear(s); then

O Transfer to State Records Center:hold .. year(s); then

O Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specify)

; Cut off files at end of each fiscal year; ho]d in current fﬂes area Two years; then
! transfer to State Arch1ves for permanent retent1on.

These instructions apply to all prior and future accumulations of the series.

| Agency Head/Designee _(Signature) __Date i Records Management Officer {S.-gnature) ) Date

/P M =Y

e, State Records Commiittes (S.-gnature} ' Date

L

(If disapproved, attach letter
of explanation.}

Recommendations in para- ' <
graph 12 are approved., State Auditor/Designee

A
Secretﬂ?@te/ Designee

@Méﬁ Tt

Attorney General/Designee

7 st

AR-50-71; Rev, 76

(Haverfm_'Slﬂe) e




STATE

OFFICE OF BECARTARY OF STATE

Department of Natural Resources
Game and Fish Division, Game Management section
270 Washington Street, S.W.

I
> - . P“GE
OF App] ication for DEPARTMEST OF ANCEIVES & NISTOAY , 1
. - - GEORGJA RECORDS DISPOSITION STANDARD RECORDS WANAGEWERT DIVISION
et = : —
1 , Application Date Wrasrruchions: See e4parate instructions for completion of | FOR RECORDS MANAGEWENT DIVISION USE i
. 6/5/1974 fromt and reverss of thie form. Sign original and two copies Date Recelved "pue.tif:" No. . Date Completed
2, Maenéy Application No. Hand forvard to Department of archives and Hiatory, Attention: : ”'7
. . Atts - - UN 18 1974
GFD"'G Reoords Manmagement ﬂ{fiecri ‘]UN 5_1974 L* '7 ‘ J 1

3 AGENCY, Diwieicn. Subdivision b Aduinietering Office Address JPerson to Contact

Mr. Terry Kile '

(;)urnn; e fgSE, otatd )ru No . T
Supery, Wildlife Prgﬁam §56-3522

_Atlanta, Georgia 30334
T.ACTION REQUESiED

ESTABLISH DISPOSITICN STANDARD;
RECORD WILL CONTINUE TO ACCUMULATE.

DISPOSE OF PRESENT ACCUMULATIONj;

NO FURTHER ACCUMULATION ANTICIPATEI

.Earliest & Latest

9. Eﬂhct Series Title
GAME MANAGEMENT SECTION OPERATION FILE

Dates of Series

1973-date

1 0.

What is the functlon of the office in which this record series is created9

The Game and Fish Division is responsible for the identification, protection, and:
conservation of the fish and wildlife resources of the state, and for providing
fishing, hunting, and outdoor experiences for the citizens through education,

public information, and law enforcement; providing public access to and use of
wildlife habitats and natural areas on both public and private lands; and preserving
the environment of rare and endangered species.

11.

This file contains the following documents (include form numbers and titles, if any,
and file arrangement).

Documents relating to: the operation and administration of the game management
division of the Game and Fish Division.

Included are: general correspondence from public; memorandums; inter-office directives;
and office general administrative and reference paper files including accounting,
property control, personnel and records management documents.

File is arranged: alphabetically by subject.

ATTACH SAMPLES OF THE FILE

R R ——

No. of Drlvnr. Cu. Ft. of Recor!

EQUIPMERT ACCUPIRL No. of Dravers

Cu. Ft. of Recorda i

- . ARWUAL RATE OF ACCUMULATION
Letter-size File Dravers T

1 1

1%

In orficels) In Storage Area(_

Legal-size File Dravers Floor Space Occupied {Sguare Teer)

This
Year'a

All Pri
Year:

Lot Preceding
Yeaar's Year's

Form:

AVERAGE DAILY REFERENCES

0

AR-50-71
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[ QUESTIONNALRE Fivce an a7 in tae sraper coromn. 17 wmveer 12 “v7o." pieese evprain | T
13. Is this the Record.Fopy of the serieg? {correspondence is record copy) | .d  ©[X] [7
1k. Is there & duplicatidn of this sefies in another office or agency?. { N [ ] [X

P
15. Is the information contained in this series ever summarlzedror published? [ 1 [x
Attach copy of summary or publication. :
16. Does the serles contain classified information requiring security handling9 [ 1 [x
17. Does the series initiate, amend or terminate agency policies and procedures? E] [*
18. Could the function be performed if the files were lost or destroyed? (X1 [
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 1 [
20. Does the record serﬁes provide data as input to an EDP file? [ 1 [X
21. Does the record series contain documentation produced as EDP printout? [ 1 [X
22. Has the Feder;l Government issued instructions governing the retention/dispo- 1 (X
‘sition of these files?
23. Wlll there be a need for these records lO 15 years from now? If yes, what? [ ] X

o — i

_— ~—

2L, REQUIREMENTS. The following requires the files to be kept 1 year

a.[JSTATE ©b.{]STATUTE OF . []AUDIT d.[JFEDERAL  e.[{ADMINISTRATIVE
LAW LIMITATION PERIOD LAW DECISION
(Cite Law, Statute, or other reason for the retention requtrement)

Administrative and reference value of this record series is minimal 1 year after cut-off.

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[NFISCAL YEAR -—[]OTHER _ _ ,then:

[X] Hold in the current files area’ . month(s)/. year(s):
- [ ] Transfer to [ ] State Records Center [ ] Local Holdzng Area; hold __year(s):
[X] Destroy.
[ ] Transfer to State Archives for permanent retentlon
[ ] Destroy immediately after cut—off
[ 1 other: (Specify)

(Indicate briefly rationale for recommendations above/or write additional remarks):

Reco 11 ffcer (Signature) b /5?7‘; OTHER REQUIRED SIGNATURES DATE
5. pebmrendat ibns (Ageney Dead/Designee . *)l ( [V/ "
fﬁ paragraph 25 Approved D1sapproved O S/
.are: alé Auditor Designee , - ‘
| L1 Approved [ ] Disapproved \Q ‘\ ,,\_\ A \le Tt
[STATE RECORDS |qllSecreta®i v State/Designee ~
COMMITTEE [ s!"-‘-‘ & [ ] Disapproved ( 6/3-7
Attgfney General/Designee G'
- V[ Approved [ ] Disapproved U ty 1




